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PLASTIK- 
SEAL! 


Protect your 
Documents, Cards, 
Newspaper Clippings 

PERMANENTLY 
with crystal-clear 
self-adhesive plastic. 
No heat required. 


You can ltaminate like a 
professional with easy-to-use 
Plastik-Seal. It will preserve 
printed material for a lifetime. 
Hundreds of uses in any office, 
library or art department. It comes 
in handy sheets and rolls, ideal for 
presentation books, charts, 
displays, 1.D. cards, etc. 
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ALL STYLES AVAILABLE 
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OR MORE 
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UNCONDITIO 
GUARANT 


REPAIRS ALSO! 
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TEETH HANDLE HUB 
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Enclose Check, P.O., etc. INPACKAGE 
with ORDER. We Buy Broken Composer 
Fonts — $5.00 Each — Typewriter Ele- 
ments — $1.50 Each. 


WELCH 
GRAPHICS 


BOX 20667, ATLANTA, GA. 30320 
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Fast, efficient 
mail distribu- 
tion in the 
executive 
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tone vinyl clad 
steel end 
panels. Holds 
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folders, bulk 
mail, parcels. 
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MODEL 101 


FREE CATALOG 


8127 Pleasant Ave. S. Minneapolis, MN 55420 
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wT 
Official Locking Arrange- 


ment and long lasting scuff 

proof construction are why on | 
this traditional mail pouch + . 
has been a favorite for so - 
many years. Leather like 

Buffalo Hide” top is water 

proof and resists dirt and 

wear. Comes in 6 sizes 


All Leather folding Mail 
Bag has snaps to hold in 
place when 

folded. Can be 

carried folded 

or open with 

strong leather 

handles 


See your Office Supply Dealer or 


Send for Brochure 

HGUate Pro 

20 E. McWILLIAMS ST FOND DU LAC, WI 54935 
AREA CODE 414 921-8200 
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CUT Mail ns 
COSTS. 


MODEL ESP 


POSTALIA - 


ELECTRIC MAILING ° Oo 
WP N@ialinis res: 


Speeds Handling 
of Letters or Parcels 


® Low-cost. 
e Provides accurate record of postage costs. 
® Especially suited for small to medium size 
mail volume. 
® incorporates postage meter or UPS register. 
Machines electric action quickly and auto- 
matically seals. imprints. ejects and stacks 
envelopes. Compact and portable. the Model 
ESP can be conveniently located anywhere in 
your office or mail room. Modular design permits 
removing the postage meter and using it to 
moprint di rectly on manila envelopes or parcels 
Pressure sensitive tape can also be used 


all 312/629-9100 or write for information 
Dealer Inquiries Invited 


POSTALIA 


POSTAGE METER SYSTEMS 
1423 Centre Circle Drive 
Downers Grove. IL 60515 
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DATATECH 


KEEPS INFORMATION PRIVATE 


701 P arkway, Broomall, PA 19008 
(285) 328-0613 


Circle Reader Service Card No. 385 
185 








ywPLy 
THE WORLD’S BEST 
TYING MACHINES. 


¥ 
TR HE MAILERS 


YTE- 1 YER TYING MACHINE 
THE TROUBLE-FREE TYER 
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The Impact of Distributed Information on the Office, 
Dimitri N. Chorafas 


INTERIOR DESIGN & SPACE PLANNING 


A 53-Year Old Building Takes on New Look with Open-Design 
An Interior Office Design Reflects Time and Relevance ............. Sept., | 
Buyers’ Guide to Movable Office Partitions 

Champion’s Headquarters Reflect a Caring Design 


Dec., 114 
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THE HIGH-SPEED COPIER THAT 
COMBINES ELEGANCE, RELIABILITY 
AND LOW COST. 


THOROUGHLY PROVED BY YEARS OF USE 
BY AMERICAS TOP COMPANIES. 


e 4000 copies e Bond paper 


per hour e Rugged and 
eSizes up to 14” x17” qurabie 


©100% U.S.A.made every versatile 


¢ Solid-State e Self-diagnostic 
Electronics e Economical 


eVery simple tc use 


DEALERS INQUIRIES INVITED. CALL 


RESEARCH CORPORATION 
45 South Jefferson Road, Whippany, 
NJ 07981 (201) 887-8500 

















Circle Reader Service Card No. 388 
ELECTRONIC COPYHOLDER 
erro LA PRODUCTIVITY 
a ——s. AND REDUCES 
— OPERATOR 
500 
Dataflo frees bothhands 
ofthe operator f 
full attention t 
controlisfoota t lated 
®@ Advanced line-quide system of wide angle magnifying bar that 
makes copy highly visible. reducing both errors and fatigue 
DATA focusing attention on copy 
OnTROL 
rerees Save $50.00 Now $99.95 
SEND IN YOUR ORDER TODAY 
TEL (212) 497-4004/CALL TOLL FREt OUTSIDE NEW YORK 1-800-221-0936 
DATA CONTROL SYSTEMS, INC./ Halsey St. Brooklyn, AY 11237 
FORMS CADDY 
It changes forms fast—does away with heavy lifting. 
Perfect for handling payroll. invoices. work orders. etc 
d 
CADDY guarantee 
jor 5 years. 
2 for $100.00 
BUY 4 FORMS CADDYS AND 
RECEIVE A FORMS 


ss IMPROVES 
aoe 
oe FATIGUE 
keyboard as 
®@ Built-in fluorescent tight provides “spotlighting for 
OUR SPECIAL NO-RISK FREE TRIAL OFFER MEANS YOU MUST BF SATISFIED 
Kt handles your forms instead of you handling them 
$55.00 Ea. 
CADDY HANDLE FREE 


a 
MODEL 1114S 
SEND IN YOUR ORDER TODAY 
OUR SPECIAL NO-RISK FREE TRIAL OFFER MEANS YOU MUST BE SATISFIED 


TEL. (212) 497-4004/CALL TOLL FREE OUTSIDE NEW YORK 1-800-221-0936 
DATA CONTROL SYSTEMS, INC./ Halsey St. Brooklyn, NY 11237 
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Client, Designer, Architect: Partners in a Joint Effort, 
de ae: rr 

Computer Program for Acoustical Privacy in Any Office 
Space, Jack Curtis 

Consulting Group Sees Much Growth for the ‘Contract 
Furniture Market 

Design Challenge: Convert an Old Factory Into New Offices 

Employee Physical Fitness Enhances Work Efficiency 

Employee Work Performance Buoyed by New Environment 

Energy Savings, Flexibility Are Key Elements in Design 

How to ‘Grow’ a Garden Office With an Open Plan 

Layout and Environment—A Partnership for Productivity , 
Roger L. Sunkle 

Lighting Open-Plan Offices, 
J. Marshall Hemphill 

New BIFMA Standards Cover Desks, Tables and Seating 

New Facility Helps Citibank Cope With Busy Money Market 

Office Space Tight? Try Raising the Roof 

Regional Service Center Proves Its Efficiency to Equitable Life 

The Rooms Have a View At Aerojet-General 

Upstate New York Firm Builds Major Addition and a Town 
Rec Center 


, 163 


MAILROOM EQUIPMENT 
Automated Mail Vehicle Makes Appointed Rounds 
Automatic Envelope-Feeder Credited With Growth of Mail House 
Electronic Mail and Shipping Scales for Postage Control 
First-Class Presort Can Help Qualified Mailers Save Money, 
Sal Sparacino 
How a New York Bank Implemented Its Successful Presort ~— 
Vincent A. Liguori ; 
Incoming Mail Load Machine- Processed at Re: ader’ s , Digest 
It's Time for Upgrading Mail Operation Managers, 
Morton M. Raymond 
Electrenic Scale Halves Motel Chain’s Mail-Handling Costs 
Mail Processing Is Big Job for Health Insurer 
Mail-Order Firm Relies on Envelope Stitcher 
Mailroom Designed to Meet California Bank’s Every Need 
Mailrooms and Cashflow: There Is a Correlation, 
Leroy S. Peyser 
New Approach to Mail-Handling Helps Bank Speed Its 
Processing 
Presorting 110,000 Envelopes Is Daily Routine for Aetna Life 
& Casualty Co. 
The Four Basic Ingredients of a Successful Mailroom, 
Zoltan Vojta 
The Small Office Can Improve Paper-Handiing, 
Elaine J. Laeger, R.N. 
Using Conveyor-Line Methods to Move Mail 
Using the Wrong Envelope Can Be a Costly Mailing Mistake, 
Hal Lowenthal 


MICROGRAPHICS 


COM System Saves Time for Automated Drawing Production 

A Switch to Microfilm Opened New Vistas for Young Insurance 
Firm, Evelyn Scott 

City Government Solves Storage-Retrieval Woes With 
Reader-Printers 

Conversion to Microfilm Proves a Wise Investment 

Growing Bank Credits Microfilm for Easing Its Paperwork 
Problem 

(Continued on page 190) 
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Copy-Right 
Copyholders 


allow original material _ 


Sturdy, rugged all 
metal construction 
Independent grippers 4, 
accommodate single sheets, 
pads or manuscripts 
Adjustable line guide spacing 
v Feather touch line-at-a-time 
advancement 
Available in four widths — 12”, 
16”, 20” and 25” 


Sold by your local office supply dealer. 


CURTIS-YOUNG 


2550 Haddonfield Road ¢ Pennsauken, NJ 08110 
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NEW! 


NOW IN STOCK 
NEW j 
SELECTRIC |}:"5 
ELEMENTS “23333? 
ALL STYLES AVAILABLE 


$4 500 $13 Ea. OR MORE 


UNCONDITIONALLY 
GUARANTEED! 


REPAIRS ALSO! 


TOP/ 
TEETH HANDLE HUB 


$500 $7750 $500 


Enclose Check, P.O., etc. INPACKAGE 
with ORDER. We Buy Broken Composer 
Fonts — $5.00 Each — Typewriter Ele- 
ments — $1.50 Each. 


WELCH 
GRAPHICS 


404—763-8678 


BOX 20667, ATLANTA, GA. 30320 
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How Microfiche Serves Federal Medical Center 
Microfilm Seen a Solution to Fraud 
New Mexico Microfilms Its Valuable Documents 


OPTICAL CHARACTER RECOGNITION 


OCR-Image Processing in Credit-Card Billing, 
E. O. Spradlin 


PAPER 


Continued Growth of Copier Use Stirs Demand for Paper, 
Joyce M. Lloyd 


PERSONNEL MANAGEMENT 


Frustration Has Effect on Office Work, Says Study 
Right or Wrong In Employee Relations 
July, 68; Aug., 63; Sept., 92; Oct., 95; Nov., 98; Dec., 5 
Try an Incentive System for Improving Work Flow, 
Paul Banks 


PHOTOGRAPHY, IN-HOUSE 
Creating Its Own Slide Films Is Texaco’s Way 


RECORDS MANAGEMENT 


A State Bureau Fought File Battkkh—and Won 

Central Record Center in an Off-Site Facility 

Color-Code Files Help Veterinarian Hospital Keep Accurate 
Records 

Color-Coded Filing for Effective Control of Essential Documents, 
Don L. Caldwell 

Developing a Medical Records System for Effective Care, 
Phyllis Frazier 

Efficient Records Are Mandatory for New Jersey Law and Gaming 
Agencies 

Federal Paperwork Reduction 

Good Forms Design Is Vital to Management, 
Leslie H. Matthies and Gibbs Myers 

How Records Management Works for a State University, 
Bruce C. Harding 

Mobile Filing Solves Supply Storage Problem 

One More Time: ‘Where Did I File That Thing?’ 
Allen Y. Davis 

Product Preview at ARMA 

Project Growth When Planning File System 

Tab Offers Center for Off-Site Records Storage 

Training Is Important to Your Records Staff, 
Mary Heuler Zalenski 


REPROGRAPHICS 


Buyers Guide to Copying Equipment 
Copier-Duplicators Aid the Legal Profession 
Decentralized Copying Speeds Admissions at Noted 

Chicago Hospital , 81 
Hospital’s Emergency Room Has Copier Handy 5 494 
Industry Leaders Review Role of Copying Machines y, 108 
In-House Copier Unit Prints Purchase Forms for Pittsburgh 

Utility y, 106 
Intelligent Copier-Printers Can Save You Time and Labor, 

Thomas L. Arnett Fug SO 
Selecting and Placing High-Volume Copiers Correctly, 

Timothy P. Moore 1, 102 
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Toner Technology and Trends, 
Iris Polaski 
Trouble in Texas Until Copiers Saved the Day 


SECURITY 


Freedom of Information Act—Too Free? ..............+scesesece. Sept., 


Tighten Security to Curb EDP Crime, 
Dennis F. Poindexter 


SHREDDERS 
Paper Shredders Provide an Added Measure of Confidence 


TELECOMMUNICATIONS 

Telephone Abuse Is a Form of Antisocial Security, 
Alan Herbert Jordan 

Several Good Reasons for Hiring a Consultant, 
Alan Herbert Jordan 

Telecommunications Insights, 
Alan Herbert Jordan 

Teleconferencing: a Case Study, 
Karen N. Fiie 


TELEPHONE SYSTEMS 


Planning a Telephone System Is an Ongoing Project, 


I UNA T PeM EN ia io. 2-45 ic) y 50. 919) +, ayn ow oi pelo aes a Cele Sept., 


How to Reduce Business Telephone Conversations, 
John Spear 

Telephone Installation Is Boon to Taxpayers 

The Basics of Choosing a New Telephone System, 
Alan Herbert Jordan 

The New Phone Systems: Similar but Different, 
Ben Tartaglia 


TEMPORARY HELP 
Temporary Worker Is Profiied in a National Survey 


TYPE COMPOSITION 


Quality Control Can Solve Phototypesetting Problems 


WORD PROCESSING 
Be It Oil Rigs or Museums, Word Processors Are Needed 
Charge-back Data: How It Can Help Manage Word Processing, 
Gloria J. Hansen 
Engineering Firm Uses Text-Processing to Maximize Efficiency 
Gearing a Legal Firm for Word Processing, Liz Langley 
How to Buy WP Printer Supplies Intelligently 
Marketing Man Sees Demise of the Dedicated Word Processor 
Mass Mailings Handled With Word Processors, 
John H. McLoughlin 
Using Electronic Data for WP Systems 
Updating Procedures Can Improve WP Output 
Word Processors Cut Document Typing Time for 
A Fee es fas a4 6 asd WU Relate hema es Sept 
Word Processing Supplies Must Be Carefully Chosen, 
Sharon L. Olsen 
Word Processing’s Use in Developing Information on 
New Sources of Energy 


WRITING INSTRUMENTS 
Pens and Pencils Are Still the Basic Communicators, 


Frank L. King 
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CUSTOM 3 RING 








we 

















Springy, hold-tight clips that help you tag it, 
flag it, color-code it. Will not tear fingernails. 
Will not harm postage equipment. Neutral pH. 
Rustproof. 7 colors and 3 sizes for every 
clipping need. Ask for them at your stationer. 
if it’s not a Plastiklipy It Won’t Hold. 
Made in Germany by Laure! exclusively for 


544 Armour Circle, NE Atlanta, Georgia 30376 
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48% 


mesville, Virginia 22901 t 
YOUR MEMBERSHIP LIST 
INSTANTLY UP-TO-DATE 

Now your membership list 
in always be up-to-date with a 
DATASTRIP system. 

Why retype a whole page when 
you can retype only one item. 
DATASTRIP products let you make 
only the changes you need to make. 
DATASTRIP CORPORATION 
1575 Avon Street Extended 
Charlottesville, Virginia 22901 
Circle Reader Service Card No. 291 
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